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LlCATlON FOR RECORDS RETENTION SCHEDULE 

a 

OFFICE O F T H E  SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR'I 

RECORDS MANAGEMENT DIVISION 

INSTRUCTIONS: See Publication ho: 76-RM-1 for instructions on completing this form. Forward signed o;iginai'to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia: 30334, 
Attention: Schedulina Section. i ,  

I 

: Insurance Department 

Working Title Telephone Number 
Senior  Clerk  6 56 -2 100 ~ _ _ _ _ _ _  _ _ _ ~ _  _._._____ I___ _I_ .-. ~ ~~ 

( 3 e q u e s t e d  

I 
I Earliest Latest 

0 Estaoiisn Retention Schedule; recprd will continue to accumulate. 
0 Dispose of present accumuktion: no further accumulation anticipated. b- 

~ 

0 Supercede: Void 
4. Dates of Series 5. Records Series Title (followed by title used in office; if different) 

-I____ 

Author i ty  
What is the function of the Division and the Office in 

Provides f o r  Ad,ministration of  S t a t e  Ins,,Laws and Regu la t ions -pe r t a in ing  t o  1icenSing of  
insurance agents  by reviewing and approving a p p l i d a t i o n s  f o r  insurance agents  l i c e n s e s  
and C e r t i f i c a t e s  of Authori ty .  

*his record .series is created7 

iy---------- 

! Documents to: Requesting a u t h o r i t y  a p a r t i c u l a r  company. 

I 

I 

, . Record Series Description This file contains the following'documents (include form numbersand titles, if any): 
Attach samples of the file. .. 

Included are: "Request f o r  C e r t i f i c a t e  of  Authori ty ,"  Form G.I.D. 122 

, .  

! 

I 

File isarranged: numerical ly  by assigned Batch number. 

---I_I_ 

8 Monthly Reference Rate How often are records referred to which are: 
1 I . .  

One to six months old 1; Seven to twelve months old ---; Thirteen to twenty.four months old seldom ; 
twenty-five months and olderseldCm-? 

9. Annual Rate of Accumulation of Records 
- .I_ ---I___ _I_ 

c 2?-- -_ 
' Letter-size drawers ; Legal-size drawers ; Shelves - ;Other (specify) i 4  record  center 
I oxes. I 

\R-50-71; Rev. 76 (Over) 

, 



- .-- .-- -- -l_-vl_l. 

an I1X" in the p r * w r )  

__I_ 

b. Boes the series contain confidential information requiring security handling? If yes, cite law or regulation. 

alyzed and/or recorded in a summarized report? 

duplication of th is  series in your office, or in another office or agency? 

? 
wkiaamrneutrrrslrintnllt L __- 

The following requires the series to be kept: 

years. d. Audit period 1 ---years. a. State Law 
b. Statute of limitation years. e. Administrative need -.years. 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

*) 

I 

Ga. I n s .  Code 56-818a I 
I_II.-- 

12 Amroved Disposition Instructions This agency recommends that the file series be cut off a t  thb end of each: 

0 Calendar Year; 6a Fiscal rear; 0 Other then, 

f2 Hold in the current files area month(s1 L y e a r ( s ) ; h n  and a f ter  State audit,  then 
0 Transfer to local holding area, hold 
Q Transfer to State Records Center: hold L y e a r ( s ) ;  then 
Q Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

yearb); then 

r 

These instructions apply to a l l  prior and future accumulations of the series. i 
Recommendations in para- 
graph 12 are approved. 
(if disapprooved, attad letter 



APPLICATION FOR RECORDS RETENTION SCHEDULE /" ' 
5 .  

7 I_ 

OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR? 

RECORDS MANAGEMENT DIVISION 

~ _ _ .  - -- __- 
7. Record Series Description 

Documents relating to: 

This  file contains the following documents (include form numbers and Wes, if any): 
Attach samples of the file. 

maintaining cu r ren t  l ists  of i nd iv idua l s  appointed t o  se l l  o r  s o l i c i t  
insurance  f o r  a p a r t i c u l a r  company, and t o  c o l l e c t i n g  annual f e e s  from 
companies. 

Powers (CGIL 9010-OZ)," computer p r i n t o u t s  f o r  each company conta in ing  
names of agents  appointed; and "Request f o r  C e r t i f i c a t e  of Authori ty  
(G.I.D. 122)'' forms submitted by companies dur ing  t h e  year  f o r  each 
new agent appointed. 

Insurance Licensing System, Request f o r  Agents C e r t i f i c a t e  of Authori ty  11 Included are: 

> ,  

Insurance Department 

S t a t e  Cap i to l  Building 
~ ____ 
Application Number Agents License Div is ion  Date Completed 

. .. 
APR t 2 1979 1 'APR I 3 
_.._ ~. ..- .... 

Telephone Nun& 
-~ 

2. Person to Contact . 

3. Action Requested 

. 

M r .  Walter J. Krygier Ass i s t an t  Deputy 656-2100 
I._-___ _ - ===?= -. __ _.. --_- .. . . ~ _ _  

a. a EstaDiisn Retention Schedule; reFord wilt continue to accumulate. 
b. 0 Dispose of present accumulation: no further accumulation anticipated. 
c. _-OAme.nd-Ap lication No. Checkone: 0 Chan e-, 0 Supercede; Void - ~. . 

5. Records Series Title (followed by title used in office; if different) 

AGENTS CERTIFICATE OF AUTHORITY POWERS FILES (COMPANY FILES) 
Latest 

- -  
4. Dates of Series 
Earliest 

3-1-77 

I -  
, <  I 

File is arranged: numerical ly  by company code number. 
* t  - ---- ---_ __ - - 

8. Monthly Referenw Rate 

One to six months old 
t twenty-five months and olderseldom- ? 

9. Annual Rate of Accumulation of Records 
Letter-size drawers 

How often are records referred to  which are: 
1 ; Seven to twelve months old --; 1 Thirteen to twenty-four months old seldom-; __ --__-I_I._ _I__ _ _  - 

; Legal-size drawers ; Shelves -I . Other (w&jfv) 14 records  c e n t e r  

c -  
boxes 

I ---_ -_ .- 
AR-50-71. R8v. 76 LOW) 



X - 

I 

c 

I_ 

N 
c 

-... 

c 

~_ 

-- 
X 

ll. 
I- 

leten 

a. I s  this the official copy of the series? 
If not,&e_rcis it? _- - - _c 

b, Does the series contain copfidential information requiring security handling? If yes. cite law or regulation. 

c. Is this a vital record? - I__- 

d. Does __ this series have historical or lonAterm,researchm_ __ -_ ~ 

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

- - - ~  _Il__m___ -- 

i 
_-__I 

_ _  Axy-ments be scheduled  see^ aratelv? - 
_f~MhAntnrmat ion  co ntain&Lmxries e v a  mrnWLLwaa&.  C Q P - L - -  --_ 

m. c , 
9. 1s the information contained in th is  series ever analyzed and/or recorded in a summarized report? 

h. Is there a 
If ve t  attach cow. __ 

.- P d ’ l  c[r I I- 
i - l s x h i s  I . ~ ~ ~ ~ ~ Q ~ m ~ ~ - ~ _  __--I__ 1 __-- 
J.-Roes the record se ries result in a mm w w m  
ion Requirements 

_- 
The following requires the series to be kept: 

.b 
a. State Law - years. d. Audit period 1 ,years. 
b. Statute of limitation years. e. Administrative need 3 -.years. 
c. Federal law years. f. Federal retention instructions _I_+- years. 

I 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

Ga. Ins.’ Code 56-848(b) 2 

.. 

_~-L--____ __-_-_- fii_l_~ _-_____I..__..__..I._ ___ 
12. Aooroved Disposition Instructions This agency recommends that the file series be cut otf ar thh end of each: 

0 Calendar Year: Fiscal Year; a Other FebTua!X- then, 

0 Hold in the current files area ~ --month(s) 
0 Transfer to local holding area, hold 
gX Transfer to State Records Center; hold 
a Destroy. 

Transfer to State Archives for permanent retention. 
0 Other (Specify) 

-- year(s1; then 
-year(s); then 

3 year(s);&W and until State audit is completed; then 

. . .  

These instructions apply to a l l  prior and future accumulations of the series. 

adlm z. 
Fiecommendations in para- 
lraph 12 are approved. 
‘ I f  disapproved, attach letter 
I f  explanation.) 

___ _. 
13-50-71; Rw. 7 6  

c_ 
A. 

. . .  . . . .  
i 

. ~. .... 


